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HOTEL ROOMING LIST INSTRUCTIONS  
  
PLEASE READ THE FOLLOWING CAREFULLY AND COMPLETE ALL 

APPROPRIATE INFORMATION.   CLEARLY TYPE OR PRINT AND DUPLICATE 

THE ATTACHED FORM FOR EACH INSTITUTE PARTICIPANT REQUIRING A 

HOTEL ROOM.  
  

  
Item 1:   Li st t he orga nization na me a nd na me of  t he c ontact pe rson re sponsible for t he 
PR/HYLI activity.  
  
Item 2:   Provide area code and t elephone number of the contact person re sponsible for the 
PR/HYLI activity.  Include delegation name.  
  
Item 3:   P rovide de legation’s arrival to and departure t ime from t he hot el.  Inc lude a .m. or  
p.m.  
  
Item 4:   Inc lude the na me of t he c haperone re sponsible for supervising/overseeing t he 
students a t the hotel.  The  hotel room # a nd hotel t elephone extension number is to be  left 
blank and will be filled in by hotel personnel.  
  
Item 5:  Ide ntify and check one of t he appropriate boxes (student, chaperone, staff, and bus 
driver).  
  
Item 6:   D uplicate t he a ttached form a nd l ist t he r ooms that you w ill re quire.  P rovide the 
names of the Institute participants sharing a r oom.  I nclude the participant’s l ast name, f irst 
name, an d m iddle in itial.  In dicate whether th e p articipants sharing a  ro om are m ale o r 
female.  The hotel will use the form to assign rooms.  
  
  
DEADLINE FOR SUBMISSION OF FORM:  March 12, 2010 
  
Submit forms to:  
  
 
Linda Benfatto Weber  
State Coordinator for PR/HYLI  
Questar III BOCES  
10 Empire State Blvd  
Castleton, NY  12033  
lweber@questar.org 
Phone: 518-479-6833  

Fax: 518-477-1335  


